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l. Introduction

Statewide Vendor Registration is an Internet application that allows companies and individuals to register
for North Carolina E-Procurement. By completing the registration, it allows companies to receive
purchase orders for State Agencies, Community Colleges and School Systems. This registration also
allows companies to respond to information solicitations for price quotes from those same entities by
using eQuote.

This guide will provide detailed steps to complete the registration process. If there are any questions
during the registration, please contact the North Carolina E-Procurement Helpdesk via phone at 888-211-
7440, option 2, or via email at epservice@its.nc.gov.

Il. Vendor Registration Login Page

1. Navigate to https://vendor.ncgov.com to begin registration.
2. On the right side of the page, enter the company name in the ‘Vendor Name’ field and the
company’s federal tax ID number (without the dashes).

Note: Individuals registering with NC E-Procurement should enter their name in the ‘Vendor Name’ field
and their Social Security Number in the ‘Federal Tax ID Number’ field (without the dashes).

3. Click ‘Register’ to begin the registration process.

,/V@vﬁur service
"

Ww.ncqov.com

Contact Us

HUB Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal

8 E-Procurement

Vendor Registration Enter the company
Welcome to the State of North Carolina's Vendor Registration Website! name and federal tax ID
If you have received your username in the mail, or have previously logged in, please enter l’lllmber tO begin the

your Username and Passwaord in the "Jendar Login" bax, . .

Otherwise, please enter your Yendor Name and Federal Tax ID Number in the "New Vendaor regIStratlon pl‘OCCSS.

Registration” box. Your Federal Tax ID should be emtge.d \M:h.nut;pa:egoLdashes‘
- ~~

- ~
Vendor Login New Vendor Registration .
7’
/ \

Username: ! Yendor Name: \

\ )

Password: Federal Tax ID Number: ,
N 4
Login Re-enter Federal Tax ID: Register
SR | Regstr | .
Forgot UsernamnefPassword? . -

-~
il

PLEASE NOTE: If you want to receive electronic notification of solicitation
notices you must also register in Vendor Link:
Click here! http://www.ips.state.nc.us/ips/vendor/vndpubmain.asp.

Minimurm browser wersion required: Netscape Navigator 4.08 or Microsoft Internet Explorer
4.0,

3/10/2011 A Guide to Vendor Registration 2
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lll. Required Information

1. Read the information listed on the ‘Required Information’ page and click ‘Continue with

registration.’
'/i/ Contact Us
@wﬁ ur service
Www.ncqov.com HUB Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal

8 E-Procurement

Welcome: Company ABC

O Required Information Required Information
O Username/Password
00 Main Contact Thank you for your interest in participating in the Morth Carolina eProcurement Yendor
Registration. Please be aware that in order to complete the registration process you
O Company Information will need the following information about yourself or your business:
O HUB Categories
O Locations/Cantacts e 2 contackt person for each of your Iucatiolns . . . .
O Commodity Selection « Complete address for each of your locations (|nc|u_d|ng details for sending
) purchase orders, payments and hills to each location)
O Construction Codes « Commadity codes that describe the products andfor services you provide
0O eQuote e Tax filing information, if clarification of Taxz ID or business name is needed
O Terms of Use e Bank account information for electronic payment processing (optional)
O VendorLink e Your HUB information (Historically Underutilized Business)

@ Registration Summary Please note: If you have done business with the state within the last vear, much of
the information you have provided to the State may be defaulted within the following

screens. Please read and confirm the information, and correct it if necessary.
; If you are not the person who can provide this information for your business, please
Click Save or Continue to Save . rid] '
Your Changes on Every Page contact that person and ask them to register for this S mmmm T = -
Cancel this registration f]I Continue with registration J-)

[Privacy Staternent] [Terms of Use] [Frequently Asked Questions] [Glossary]
Copyright @ 2001 State of Morth Carolina
MC E-Procurement Service Help Desk: 1-888-211-7440

3/10/2011 A Guide to Vendor Registration 3
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IV. Username/Password

1. Create a username and password for the account. The username should be 6-12 characters

long and the password should be 6-15 characters long.

'A/ @ﬁ‘if

nEgow. com

Welcome: Company ABC

=’ Required Information
Username,/Password
Main Contact
Company Information
HUB Categories
Locations/Contacts
Commodity Selection
Construction Codes
eQuote

Terms of Use
VendorLink

OoDoCoooOOoDOO0O

@3 Registration Summary

service

. E-Procurement

Contact Us

HUB Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal

Username and Password

Please choose a Username/fPassword.

Please create a Mew Username and Password that is different than the one that was
previously assigned to you. Your Username and Password should be something that
you can raresfrEer. Do not share them with anyone., Once you have created a new
usernaie and pass%{d, click the Save button to proceed with your registration.

7

~
Firerds in bold are requireds\

/
sUsername \
{Must be at least & but not morA than 12 characters long)
| \
\

Passwrord !
{Must be at least 6 but not more than 15 characters lang)
I

1
1

——_——-

1

\ Re-enter Password

Click Save or Continue to Save
Your Changes on Every Page

\ Caonfirm your password

Enter a username and

\

N\
Y
~
~
~

password. Re-enter the
password for
confirmation.

Sawe

~—e ==

[Erivacy Statement] [Terms of Use] [Freguently &sked Questions] [Slossary]

2. Click ‘Save’ to continue with registration.

3/10/2011
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V. Main Contact

1. Complete the ‘First Name’, ‘Last Name’, ‘Title’, ‘Phone Number’ and ‘Email Address’ for the
person responsible for completing the registration. This person will be contacted if there are any
questions in the future about the account.

O Main Contact -
O Company Information Main Contact
O HUB Categories
O Locations/Contacts ) ) ) ) )
. - Please enter the Contact information for the person responsible for entering this
0O Commodity Selection wendaor Registration infarmation. The Main Contact person for your account will be
[0 Construction Codes contacted if there are any questions about your registration. Once you have entered
andjfor updated your contact information click the Save button to proceed with your
0 eQuote reqistration.
O Terms of Use
O VendorLink Figlds in bold are required.
First Name
7} Registration Summary |
Last Name
Click Save or Continue to Save
Your Changes on Every Page
Title

Example: President, Vice President

Phone Number
Provide toll-free number if available
Example: 999-123-4567, 123-456-7890 ex. 123

Email Address
Example: Jane@hercompany.com

If yvou don't have an email address, please visit the
Yahoo! Free Email Site (https:/flogin.yahoo.com), and click on Sign Up.

Confirm Email Address
Please confirm your email address by re-entering it here,

Note: Enter the phone number in 999-999-9999 format. If the Main Contact has an extension, include
this information in the ‘Phone Number’ field. The format of the extension is ‘ex. 999.’

2. Once the information is completed, click ‘Save’.

VI. Company Information

1. The ‘Company Information’ page will answer basic questions about the organization.
2. Complete the Information in the ‘General Vendor Information’ section

a. Vendor Name — defaults based on the information entered for the ‘Vendor Name’ when
beginning the registration. The ‘Vendor Name’ can be changed.

b. Ariba Network ID — If the company has registered on the Ariba Commerce Service
Network, the Ariba Network ID should be entered in this field. If the company does not
have an Ariba Network ID, the field should be left blank. For an explanation of Ariba
Services, visit www.ariba.com.

c. Dun and Bradstreet Number — The Dun and Bradstreet Number is a worldwide method
of classifying businesses. The number can be used to uniquely identify a business, or to

3/10/2011 A Guide to Vendor Registration 5
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link it to other entities within a corporation. If the company does not have a Dun and
Bradstreet Number, this field should be left blank.

d. What is the address of your company’s website? — Enter the website for your
company in this field. If your company does not have a website, the field can be left
blank. The website should be in the following format: http://www.ncgov.com.

Note: Forindividuals, the Ariba Network 1D, Dun and Bradstreet Number and Company Website will
more than likely not need to be completed.

Contact Us
@vﬁur service

Ww.ncgov.com HUE Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal
- E-Procurement

Welcome: Company ABC

M Required Information Saved Main Contact information.
M Username/Password

& Main Contact

O Company Information General Vendor Infermation
O HUB Categories

[0 Locations/Contacts Please answer some basic questions about your organization. After you have

i ) completed the General Company Information, Tax Information and Individual Busingss
0O Commodity Selection Characteristics for vour Company, click Save to proceed with your registration.
O Construction Codes

O eQuote Fields in bold are required.

O Terms of Use
O VendorLink

Vendor Name

Comparny ABC

@ Registration Summary ) ) )
Ariba Network ID (if applicable)

If you have reqgistered on the Ariba Cormmerce Services Network, enter yvour Ariba MNetwark
1D, For an explanation of Ariba's services, please qo to www. Ariba.com,

Click Save or Continue to Save
Your Changes on Every Page

Dun and Bradstreet Number (if applicable)
Mo dashes or other punctuation, Example: 322342535

What is the address of your cormpany's wehsite?
If yvour cormnpany has a website enter the address here, Example: http:/Awww . nocgov.com

3. Complete the ‘Tax Information’ for the company.

a. Federal Tax ID Number — This is not an editable field. The Federal Tax ID number is
defaulted from the information entered when beginning the registration.

b. Name that appears on 1099 form — If a 1099 form should be prepared with a name
other than that listed in the ‘Vendor Name’ field, it should be specified here.

c. Do you Factor your Receivables to an external third party? — If another business
entity should receive payment for the goods or services provided by your company, the
information should be specified here. The vendor’s name, address and phone number
should be listed in the field.

3/10/2011 A Guide to Vendor Registration 6
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Tax Information

Federal Tax ID Number
9038778809

Marme that appears on 1099 form
(if different from above)

Do you factor your receivables to an external third party?

Yes @ Mo

If you answered Yes to the previous question, please provide Name, Address and
Phone of the external third party to which you factor your receivables:

4. Complete the ‘Individual and Business Characteristics’
a. Check all boxes that apply when describing the company. If none listed apply, the fields
should be left blank.

Note: If registering as an individual, the check box next to ‘Individual’ should be checked.

Individual and Business Characteristics

Check all that apply,
Corparation
Individual
Partnership
Sale Proprietarshin

Medical/Health Corporation

Sub-Chapter S Corporation

b. Is your business Not for Profit? — Change the radio button to ‘Yes’ or ‘No’ depending
on whether or not the company is a non-profit organization.

c. Is your business any of the following: - Check any boxes that apply. If none listed
apply, the fields should be left blank.

d. Which of the following characteristics, if any, describe the owner(s) of your
business: - Check all fields that apply. If none apply, the fields should be left blank.

Note: An owner is described as a person who owns at least 51% of the business, or stock in the case of
a corporation, and controls the management and daily operations of the business.

Note: Any characteristics that are blue and underlined are hyperlinks that will take users to a new
window providing a brief description of each characteristic.

3/10/2011 A Guide to Vendor Registration 7



) E-Procurement
Jyour service A Guide to Vendor Registration

NC E-Procurement @ Your Service

www.ncgov.com

Is your business Mot for Profit?
@ Mo ¥eas

I= your business any of the following:
Check all that apply

£ small Business

Disabled Business Enterprise

Mon Profit Waork Center for the blind and severely disabled

wWhich of the following characteristics, if any, describe the owner{s)of your business:
Cwner: persaon who owns at least 51% of the business, ar stock in the case of a corparation,
and controls the management and daily operations of the business,
Check all that apply.

African american (Black)

Asian american (including Pacific Islander)

Hispanic/Latino american (Mexican, Caribbean Islander, Central or South
Arnerican, other Portuguese or Spanish arigind

Person with Disability

Socially and Economically Disadvantaged

Woman
American Indian (including Alaskan Mative) - Please select appropriate trihe:
Select -

Government: Are you registering as a government entity? — change the radio button
to the response that matches the company description. If the vendor is not a government
agency, then the ‘No’ radio button should be selected.

School/College/University: Are you registering an educational entity? — change the
radio button to the response that matches the company description. If the company is
not a Community College, local school system, or university, the ‘No’ radio button should
be selected.

Does your business provide: - select the radio button that describes the commodities
that the company provides. If the company provides both goods and services select the
radio next to ‘Both Goods and Services.’

Does your business provide medical services: - Select the corresponding radio
button.

Government:
Are you registering a government entity?

@ Mo
MC Local Government Entity
MC State Government Entity
Cut of State Government Entity (State or Local)
LS Federal Government Entity

School/College fUniversity:
Are vou registering an educational entity?

@ Mo
MC Comrmunity College
MC Local School System
MNC University System
COut of State University
Historically Black College or University
Does your business provide:
Both Goods and Services @ Goods Cnly Services Cnly
Does your business provide medical services:
@ Mo Yes

5. Click ‘Save.’

3/10/2011

A Guide to Vendor Registration 8
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VII. HUB Categories

1. Complete the HUB Selection for the company.

—/l/ Contact Us
ur service

@,ﬂ_ e e e i HUB Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal
% E-Procurement

Welcome: Company ABC

& Required Information Saved General Company information.

M Username/Password

& Main Contact

[ Company Information  Tha HUB selections available are automatically generated
[ HUB Categories based upon the business characteristics you selected on the

& Locations/Contacts Company Information page.
& Commodity Selection

& Construction Codes
4" eQuote

& Terms of Use

& VendorLink

You must select your desired HUB Category and click
'Continue’ in order for your selection to be saved.

Businesses in the following cateqories are considered Historically Underutilized
Businesses (HUBs) if at least fifty-one percent (S1%) of the business, or stock in the

@ Registration Summary case of a corporation, is owned by one or mare persons in the respective category;
and the management and daily business operations of the firm are controlled by the
HUB listed as owning S1% interest or stock in the firm,

Click Save or Continue to Save | Official HUB certification must be received from the HUBR Office, Your company's HUB
Your Changas on Every Page | Status will remain Self-Designated, until notification of certification has been recaived.

——-— -
- ~ ~

~

.-~"  Check only one of these HUB categories: ~~
’ I Mone ;

~ @ Disabled-Owned Business Enterprise -

~

=~ J1 Female

-
-

Note: HUB Vendors are Historically Underutilized Businesses. Official HUB Certification must be
received from the HUB Office. The company’s HUB status will remain as ‘Self-Designated’ until
notification of certification has been received. To learn about Historically Underutilized Businesses and to
complete registration, visit http:/www.doa.state.nc.us/hub/.

2. Click ‘Continue.’

3/10/2011 A Guide to Vendor Registration 9
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VIIl. Locations/Contacts
1. If necessary, add any additional contacts to the account by selecting ‘New Contact.’

Note: Only persons listed on the account will have permission to obtain the login information from the
helpdesk and/or make changes to the account.

Contact Us
@vﬁur service
w

Ww.ncgov.com HUB Office | Governor's Page | Purchase & Contract | [TS | NC @ Your Service Portal
. E-Procurement

Welcome: Company ABC

M Required Information Saved Historically Underutilized Businesses information.
M Username/fPassword
o Main Contact

& Company Information In order to complete the Contact, Bank Account and Location information for your
o . company, click the Edit button to review existing information. Click the New Contact,
HUB Categories New Bank Account and New Location Buttons to enter this information for your
O Locations/Contacts company. Once you have completed the company information details, click the
. . Continue button to proceed with your registration,
O Commodity Selection

O Construction Codes

O eQuote . ‘C_Q,I'I.taCtS -~
O Terms of Use U :
O VendorLink Last Nanie First Name Title Phone Email
Doe Jonhe Owher 123-456-7890 company@dormain.corm  Edit | Delete

@ Registration Summary

3/10/2011 A Guide to Vendor Registration 10
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2. If the company would prefer to receive payment electronically, complete the E-Payment Bank
Account information by selecting ‘New Bank Account’. To complete this form, the following
information is needed:

a. Account Number
b. Routing Number
¢. Bank Name and Address

Note: If doing business with State Agencies, a Vendor Electronic Payment form will need to be
completed and mailed to the Office of the State Controller. To obtain a copy of the form, visit
http://www.osc.nc.gov/vendorepayform/index.html. If an entity using NC E-Procurement is unable to send
electronic payment, a check will be sent via US Mail.

Note: There are some entities within the State that do not have the ability to submit electronic payment.

If electronic payment is selected by the company and electronic payment cannot be submitted, the
ayment will be sent via US Mail.

[0 Terms of Use

0 VendorLink

E-Payment Bank Accounts

Electronic payment is optional. If you wish to be paid electronically for the goods and
services you provide, please use the New Bank Account button to add account
information., If a state agency cannot support electronic payment processing, you will
be mailed a check to the address you specify,

@ Registration Summary

In order to receive payment electronically from State agencies, an Office of the State

Click Save or Continue to Save | Controller (0SC) vendor Electronic Payment form is also required to be completed.
Your Changes on Every Page | This additional form is not required for receiving electronic payments from LEAS and

Community Colleges. The OSC Yendor Electronic Payment form, as well as instructions

on how to complete it, are available at

btk ffewewe 0sc.nc govfvendorep ayforminde s bt

- ~

7 ~
| Mew Bank Account | /\

~

Actount- - - Accoulit Name Bank Mame City  Motification
Mo E-Payment Bank accounts have been entered,

3. Select the ‘New Location’ to specify where purchase orders, payments and invoices should be
sent for the company.

Locations

In order to complete the Locations/Contacts page, your company must ensure that
one location is entered (ordering, remit, and hilling sections). You will not be able ta
move from this page until these minimum reguirements are met,

Attention vendars, completion of the Locations,/Contacts page does not complete the
registration process. In order to be lisked as a valid supplier, your company must
complete each of the remaining pages and accept the NC Terms of Use,

~

)

~
| -

- _
1\ MNew Location

\

TE ComatinmshEve been entered,

3/10/2011 A Guide to Vendor Registration 11
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4. Location Name — This should be used to uniquely identify the location. The division name,
subsidiary business name, geographic location, or product name should be entered in this field.
When adding more than one location, this will help buyers identify the different locations.

Contact Us
@ﬁur service

e O HUB Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal
- E-Procurement

Welcome: Company ABC

& Required Information

Location Information

& Username/Password

[ Main Contact In order to complete the Locations/Contacts page, your company must ensure that

& Company Information one location is entered (ordering, remit, and billing sections), You will not be able to
. move from this page until these minimum requirements are met, Once you have

[ HUB Categories completed all of this information, click the Save button to proceed with your

O Locations/Contacts reqgistration,

0 Commodity Selection Attention vendors, completion of the LocationsfContacts page does not complete the

O Construction Codes registration process. In order to be listed as a walid supplier, your company must
O eQuote complete each of the remaining pages and accept the NC Terms of Use,
O Terms of Use Fields in bold are required.

O VendorLink
Location Name

@ Registration Summary Buyers use the Location Mame to select the destination for their purchase order, The Location
Marme should include any information needed to uniguely identify the location: Division name,
subsidiary business name, geographic location, product division, etc,

| Click Save or Continue to Save |

Note: Individuals should enter the city and state where they are located in the ‘Location Name’ field.

3/10/2011 A Guide to Vendor Registration 12



2 IR LU NC E-Procurement @ Your Service
your service A Guide to Vendor Registration

www.ncgov.com

5. Complete the ‘Order From Address’ information.

a. Vendor prefers orders via — select the preferred method of receiving orders from
entities using NC E-Procurement: Fax or Email.

b. Does this location accept P-Cards? — This is a form of credit card that allows buyers to
procure goods and services without utilizing standard purchasing processes. Change the
radio button indicating whether or not the company accepts credit cards.

c. Ordering Email Address - Enter the address where purchase orders for the location
should be emailed. If ‘Fax’ was marked in the ‘Vendor prefers orders via’ section, the
‘Ordering Email Address’ field can be left blank. Confirm the email address in the field
next field.

d. Confirm Order Email Address — re-enter the email address that was typed in the
previous field.

e. Ordering Fax — Enter the fax number where purchase orders for the location should be
faxed. If ‘Email’ was marked in the ‘Vendor prefers orders via’ section, the ‘Ordering
Fax’ field can be left blank. The fax number should be in 999-999-9999 format.

Your Changes on Every Page |

Order From Address address to which purchase orders will be sent
Yendor prefers orders via

@ Email Fax Ariba Commerce Services Metwork, if applicable
You do not currently have Ariba Networl: ID, Please click here to add one if you select Ariba
Cammerce Services Network as your preferred ordering rethad.

Company Information

Does this location accept P-Cards?

@ Mo Yes

If yes, what type of P-Cards are accepted?
Wisa Ammerican Express MasterCard Discover Diners Club

Ordering Email Address
Example: lane@hercormpany.com

If you don't have an email address, please visit the Yahoo! Free
Ermnail Site (https:/flogin.yahoo.com), and click on Sign Up.

Confirm Ordering Email Address
Please confirm your email address by re-entering it here,

Ordering Fax

Select a country code from the list (Example: 1 for US and Canada, etc.) and then enter the
phone number. For the country code 1, please enter in this format: 123-456-7890. For all
other country codes, please enter the phone number using only digits. For a listing of country
codes, click here,

1 -

3/10/2011 A Guide to Vendor Registration 13
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f. Contact — Select the person from the drop down box that should be the contact for
receiving the purchase orders. The printed purchase orders will show this person as the
contact for the company. If the person is not listed in the drop down menu, select ‘New
Contact,’ to create a new contact.

g. Street 1 and Street 2 — Enter the street address or PO Box for where purchase orders
should be sent.

h. City — Enter the city where the address is located.

i. County — Select the county where the address is located. This should only be completed
if the vendor is located within the State of North Carolina.

j- State — Select the State where the address is located.

k. Zip — Enter the postal zip code.

- -=o

Street 1
Example: 25 Main Street, PO Box 698
Standard Abbreviations

Select the contact from the drop
EE;E:;:IS' Suite 100, Apartment 201 down k=1l select ‘New

: : Contact’ to add a contact to the
account.

City

County
NC Yendors anly

Select -

State
—Please Choose — -

Zip

6. Complete the ‘Remit to Address’ which is the address to which payment for goods and services
should be sent.

Note: If the mailing address is the same as the information entered in the ‘Ordering From Address’
section, users can select the ‘Copy Data from Ordering’ button that will pre-fill the mailing information in
the ‘Remit to Address’ section.

VYendor prefers payment via 4 Copy Data from Ordering Al

~ -
- _ I

@ Electronic Payment IS Mail
Make Checks Payable To:

@ lse Corporation Mame - Cormpany ABC
Use Location Name - {vaiue entered above for Location Name)

Bank Account

—Select v |  NewBankAccount |

a. Vendor prefers payment via — Select either Electronic Payment or US Mail. If an
electronic bank account was not entered, US Mail should be selected.

3/10/2011 A Guide to Vendor Registration 14
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R

Make Checks Payable To — Select either ‘Use Corporation Name’ or ‘Use Location
Name.” The Corporation Name is the name entered in the ‘Vendor Name’ field while
completing the Company Information. The Location Name is the value entered in the
Location Name field at the beginning of this section.

Bank Account — Select the bank account for payments made for goods and services
purchased. If US Mail is selected, vendors can leave this field with the defaulted value.
Contact — Select the contact that should be associated with payments made to the
company. If the contact is not listed in the drop down box, select ‘New Contact’ to
create a new contact.

Street 1 and Street 2 — Enter the street address or PO Box for where payments should
be sent.

City — Enter the city where the address is located.

County — Select the county where the address is located. This should only be completed
if the vendor is located within the State of North Carolina.

State — Select the State where the address is located.

Zip — Enter the postal zip code.

Fax — Enter the fax number for the address.

Street 1
Example: 25 Main Street, PO Box 698
Standard Abbreviations

Street 2
Example: Suite 100, Apartment 201

City

County
MC Wendors only

Select -

State
—Flease Choose — -

Zip

Fax

Select a country code from the list (Example: 1 for US and Canada, etc.) and then enter the
phone number. For the country code 1, please enter in this format: 123-456-7890. For all
other country codes, please enter the phone number using only digits. For a listing of country
codes, click here,

I

A Guide to Vendor Registration 15
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7. Complete the ‘Bill To Address’ section which is the address to which the service fee invoice for
NC E-Procurement will be sent.

Note: If the mailing address is the same as the information entered in the ‘Ordering From Address’
section, users can select the ‘Copy Data from Ordering’ button that will pre-fill the mailing information in
the ‘Bill to Address’ section.

Bill To Address Address e for E-Procurernent will be sent

Based on the purchases to your company, the billing contact identified below will receive
invoice(s) for the marketing fee as described in the NC Terms of Use, An example is provided
below,

Your company receives a Purchase Crder for $100 worth of widgets,

Your company ships 200 widgets at a total of $100 dollars to the agency which requested
them.

Your company is paid in full for the $100 worth of widgets,

Your company receives an invoice for $1.75 from MC E-Procurement,

Your company has 30 days to rermit $1.75 to Information Technology Services,

Refer to the NC Terms of Use - Marketing Fee for details regarding the 1.75% fee,

vendor prefers bills delivered via (L Copy Data fram Ordering S

@ Email Fax T memmemmee====

Vendor prefers bills delivered via — Select the radio button next to Email or Fax
depending on how the company prefers to receive invoices from NC E-Procurement.
Billing Email Address — Enter the address to which invoices should be emailed. If Fax
was selected as the preferred delivery method, the Billing Email Address can be left
blank.

Billing Fax — Enter the number to which invoices should be faxed. This field can be left
blank if email was selected as the preferred delivery method. The fax number should be
in 999-999-9999 format.

Contact — Select the person from the drop down box who should be the contact to
receive invoices. This person may be contacted if there are questions about payments.
If the contact is not listed in the drop down box, select ‘New Contact’ to add an
additional contact to the account.

Billing Email Address
Example: Jane@hercompany.com

If you don't have an ermail address, please visit the Yahoo! Free
Emnail Site {https:/flogin.yahoo.com), and click on Sign Up.

Confirm Billing Email Address
Please confirm your email address by re-entering it here.

Billing Fax

Select a country code from the list (Example: 1 for US and Canada, etc.) and then enter the
phone number, For the country code 1, please enter in this format: 123-456-7820., For all
other country codes, please enter the phone number using only digits. For a listing of country
codes, click here,

S

Contact
“endor, Test - MNew Contact

3/10/2011
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e. Street 1 and Street 2 — Enter the mailing address to which invoices should be sent for
the company.

f.  City — Enter the City where the address is located.

k. County — Select the county where the address is located. This should only be completed
if the vendor is located within the State of North Carolina.

|. State — Select the State where the address is located.

m. Zip — Enter the postal zip code.

8. Select ‘Save.” The new location is saved.

Street 1
Example: 25 Main Street, PO Box 698
Standard Abbreviations

Street 2
Example: Suite 100, Apartrent 201

City

County
NC Yendors only

Select -

State
—Flease Choose — A

Zip

T~

7 -
‘| Save || Canhcel
\s_z

Note: If an additional location needs to be added, select the ‘New Location’ button again and complete
steps 4-8 in Section VIII.

9. Select ‘Continue.’

| MNew Location

Order From: Remit To: Bill To:

Orders: via EMAIL Payment: via USMAIL Bill: via EMAIL

Email: company@abe com Make Checks Payable To: Email: cornpany@abe cam

Fax: Cormpany ABC Fax:

Contact: Test Vendor Fax: Contact: Test Yendor
Contact: Test Wendor

123 Main 5t . 123 Main 5t

Raleigh, NC 27609 123 Main St Raleigh, NC 27609

W ake Raleigh, NC 27609 Wale
W ake

PECL LT YOy
! | Continue | ,
Se———— L

=

3/10/2011 A Guide to Vendor Registration 17



'/{/‘ E;Procurement NC E-Procurement @ Your Service
ur service A Guide to Vendor Registration

www.ncgov.com

IX. Commodity Selection

1. Select the appropriate commodity codes that describe the goods and/or services that the
company provides. More than one commodity code can be selected.

Note: There may not be a commodity code that specifically describes the commodities that the company
provides. Select the commodity codes that fit best.

2. Once all commodity codes are selected, click ‘Save’ at the bottom of the page.

556 Mass Transportation - Transit Bus
557 Mass Transportation - Transit Bus Accessories, Parts
863 Tires and Tubes

864 Train Controls, Electronic

X. Construction Codes

1. Construction codes identify products and services provided by companies in the construction
industry. Use the links to jump to the appropriate categories. Select the construction codes that
apply to the company. If none apply, this section can be left blank.

M Main Contact

o Company Information Construction Codes Selection
& HUB Categories

| Save |
™' Locations/Contacts

[ Commodity Selection Construction codes identify the products and services provided by companies in the

[0 Construction Codes construction industry, If your company provides construction goods andfor services,

use the links below to jurmp to the appropriate categories, Once you have selected
0 eQuote the Construction Codes that apply to your company, click the Save button to proceed
O Terms of Use weith your regisEra_tiD_n.

O VendorLink

-

Select.afl codes that apply.‘\\
e

%} Registration Summary Division 01 - General Requireme\nt\s Select the categories to
]Iwisicm 02 - Site Construction / 2 g
/Division 03 - Concrete \\ jump to the section of
0 g!V!S!Dﬂ L ez \ construction codes that
Clo ; iwision 05 - Metals
e e o ot I Divisinn 05 - wood and Plastics | fall under that category.
h : Division OF - Thermal and Moisture Prgtection

 Division 08 - Doors and Windows I

v Division 09 - Finishes 1
\ Diwision 10 - Specialties U
\Division 11 - Equipment 4

Bivision 12 - Furnishings !

’
Dixision 13 - Special Constructions
Divion 14 - Conveying Systemd
Divisitn 15 - Mechanical 7
Division 16~ Electrical _ -~

Note: Commodity Codes can be selected in both the ‘Commodity Codes’ section and the ‘Construction
Codes’ section of the registration.
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2. Once all construction codes are selected, select ‘Save.’

Division 16 - Electrical { back totop )
16050 Basic Electrical Materials and Methods
16700 Communications
16200 Electrical Power
16500 Lighting
16400 Low-voltage Distribution
16200 Sound and Yideo
16300 Transmission and Distribution
16100 Wiring Methods

-—-—

.| save |

-~ —-

~
1
7’

XIl. eQuote

1. Select either ‘I want to participate in eQuote’ or ‘No, | do not want to participate in eQuote
now. | am ready to complete my registration. | understand that | may log in again later

and register for eQuote.’

Note: eQuote is an electronic service that allows suppliers to receive and respond to electronic requests

for quotation from buyers within the State of North Carolina.

2. If ‘1 want to participate in eQuote’ is selected, select the ‘Main eQuote Contact Location’ and

‘Main eQuote Contact’ and click ‘Submit.’

Welcome: Company ABC

& Required Information eQuc:-te RegIStratlon

U P d . . . Rk
& sel:rnamef e Thank you for your interest in eQuote registration, In arder to process your request
& Main Contact we will need you to select a Main eQuote Contact Location and Main eQuote Contact
o Company Information to serve as our contact point for eQuote,

M HUB Categories Please complete the farm below and click the submit buttan to finish the Narth
. Carolina eQuote registration process. If you have already completed eQuote
& Locations/Contacts h . p - . p .
! / reqistration on an earlier date, your eQuote settings are listed below, Click Continue

[ Commodity Selection to proceed to the next page.
[ Construction Codes e m - -
- ~
O eQuote _ - Main eQuote Contact Location,
- 1 3
[0 Terms of Use e This is the office addrfess Uf.\,rour Mal‘n\eQuoi.:e Contact, o
. P To create a new location, click on the "L\D@atmns/CDntac’cs“ link in the left-hand tool bar,
O VendorLink I, Anylown, NC ~ \\
@ Registration Surdmary !
" Main eQuote Contact !
\ This is the person that will sponsor and rna,(‘nage the implementation of eQuote within your
\ company. ,
N . . . .
. To create a new contact, click on the "L4cations/Contacts” link in the left-hand tool bar,
Click Save or Continue to S}me\ Doe. Joh ' /,J‘
Your Changes on Every Page |~ (208 20~ _-

~o _-

Note: Within 2 business days, the Main eQuote Contact will receive an additional email with the
username and password for the eQuote account.
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XIl. Terms of Use

1. Review the Terms of Use and select either ‘I Accept the Terms of Use’ or ‘I Decline the Terms

of Use.’

14, LIMITATIOM OF LIABILITY “ou expressly understand and agree that the
State, including its officers, employees, and agents (including the TPA) involved,
directly or indirectly, in the delivery and operation of the Service, shall not be
liable for any direct, indirect, incidental, special, consequential or exemplary
damages, including but not limited to, damages for loss of profits, goodwill, use,
data or other intangible losses (even if the State has been advised of the
possibility of such damaages), resulting from: (i) the use or the inahility to use
the Service; (i) unauthorized access to ar alteration of your transmissions ar
data; (i) statements or conduct of any third party on the Service; or (iv) any
other matter relating to the Service.

15. APPLICABLE LAW By visiting the Morth Carolina E-Procurement Service, you
agree that the laws of the State of North Carolina, without regard to principles
of conflict of laws, will govern these Terms of Use and any dispute of any sort
that might arise between you and the State or its third party agents.

Note: If the Terms of Use are declined, the company will not be registered with NC E-Procurement. If
you have questions about the fee referenced in the Terms of Use, refer to the Vendor Frequently Asked
Questions on the NC E-Procurement Service website at http://eprocurement.nc.gov/Vendor/FAQ.html.
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XIll. Vendor Link

1. Vendor Link is a service maintained by the Division of Purchase & Contract that enables
companies to register for automatic notifications of formal solicitations from buyers within the
State of North Carolina. To complete registration for Vendor Link, visit
https://www.ips.state.nc.us/ips/Vendor/Vndrmess.asp.

Note: The Vendor Link website is not maintained by the NC E-Procurement helpdesk. If there are any
questions while completing the registration, please contact the Division of Purchase & Contract at 919-
807-4500.

2. Click ‘Continue.’

| E-Procurement

Welcome: Company ABC

& Required Information Accepted North Carolina Terms of Use.
& Username/Password
& Main Contact

& Company Information Vendor Link
" HUB Categories

o Locations/Contacts Are you interested in bidding on contracts for the State of North

& Commodity Selection Carolina?

o Construction Codes wendor Link is a service, maintained by the Division of Purchase and Contract, that

o eQuote enables your company to register for automatic notification of solicitations. As a result
of registering your company, you will receive email notification of relevant solicitations

& Terms of Use that are posted on Wendar Link.

O VendorLink ) ) . .
To register for Vendor Link, please follow these instructions:

@ Registration Summary
e Click the Wendor Link Website link below. The Yendor Link site will openin a

new browser window.
« Follow the instructions located on the Yendor Link screens to create your
Click Save or Continue to Save account and register for bid notification.

‘four Changes on Every Page e Once you have completed Wendor Link registration, close the additional web
browser screen (by pressing control-Y¥ or by clicking the ¥ box on the top right
hand corner of the screen) and return to this Wendor Registration screen.

Go to Yendor Link for more information and to register. NOTE: If you have previously
registered with ¥Yendor Link you only need to visit this site if you would like to
make changes to your ¥Yendor Link information.

==

\| Continug |V

S —-
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XIV. Registration Summary
1. Review the company information and confirm that everything entered is correct.

Note: This page can be printed for your records, by selecting the ‘Print this Information’ button.

8 E-Procurement

Welcome: Company ABC

& Required Information

& Username/Password Please print this summary page for your records.

o Main Contact If you need to make changes to any of the information vou entered, use the links in
& Company Information the left margin to access the information you would like to change.

" HUB Categories wwe look forward to doing business with vou!

o Locations/Contacts : :

" Commodity Selection Registration Summary

& Construction Codes ¢ | Frint this information | \

E’eQuote S~ _____-- =7

& Terms of Use General Vendor Information

o VendorLink
Yendor Name: Company ABC

@ Registration Summary Ariba Network ID:
Dun and Bradstreet Number:
Webhsite:

2. Select ‘Continue.’

3. The NC E-Procurement Vendor Registration is completed. A red box will be displayed at the top
of the page stating ‘Congratulations! You have finished the vendor registration process for
the State of North Carolina.’ If the registration is completed before 5:00 PM Eastern Time, the
company will be visible in the system the following business day. If the registration is completed
after 5:00 PM, the registration will take an additional day to process.

,/i/@vﬁur service

WWW.NCQoev.com

Contact Us

HUB Office | Governor's Page | Purchase & Contract | ITS | NC @ Your Service Portal

®' E-Procurement

Welcome: Company ABC

M Required Information Congratulations! You have finished the vendor registration process for
o Username/Password the State of MNorth Carolina.
M Main Contact

M Company Information
M HUB Categories

M Locations/Contacts

M’ Commodity Selection Supplier Benefits

o Construction Codes

& eQuote Suppliers will receive increased access to markets, simplified processes/reduced
costs, and service & support, as follows:

Thank you for registering!

o Terms of Use

o VendorLink Increased Access to Markets
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